If you have any questions while logging in please contact your Human
Resources or Payroll Office

The State of Delaware provides employees the ability to reset their own passwords to the Employee
Self-Service login page using ldentity Access Management (IAM). |IAM eliminates the need for
employees to contact the Employee Self-Service Call Center or complete an online request. As part of
this enhancement, all State employee self-service passwords will be reset to an “Initial Default
Password.” Employees are required to change the “Initial Default Password” and set up Challenge
Questions used for the “Forgot Password” functionality.

The following pages are detailed instructions for resetting your “Initial Default Password,” registering
challenge questions used for “Forgot Password” functionality and registering a State of Delaware work
email address.
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Reset Initial Default Password and Register Challenge QUESHIONS .........ceeiiiiiiiiiiiiiiiiee e 4
Register State of Delaware Work Email AAAreSS........cooovvviiiiiiiii it 5

Access Employee Self-Service to View ePay, eBenefits, Time & Labor and Race/Ethnicity
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Employee Self-Service First Time Login Instructions

Login

!5@@ https://eapps.erp.delaware.gov <\,D ~raBax

Office of

Enter https://eapps.erp.delaware.gov in your
browser address bar.

Press Enter or Click Go.

Note: It is recommended that you save this in your ‘Favorites’.

Home Employee Self-Service
Announcements
Self-Service User
Account Assistance

New Employee
Information

Employee Id:
Forgot Password? -
Password:

My Profile

Home
Announcements

Self-Service User
Account Assistance

New Employee
Information

Forgot Password?

My Profile

Login to Embloyee Self-Service to access: ePay, Time & Labor Self-Service, eBenefits

Please enter your Employee Id and Password below. All fields are required.

r Click My Profile.

This is for the initial default password set up.
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Employee Self-Service First Time Login Instructions

Set Up Identity & Access Management (IAM) Profile

The State of Delaware Identity & Access Management (IAM) sign-in page opens

Sign in with your account

Userd’

Password

Forgot Password?
- | Enter User ID (User ID = six-digit Employee ID
Sign in with your account number).
User Id - Enter Initial Default Password (Password =
« DESMmyy###).
Password DE = DE (for Delaware)
e $ = $ (Dollar Sign on Keyboard)

mm = your birth month (i.e. 04 for April birth month)

yy = your birth year (i.e. 72 for 1972 birth year)
###H# = last 4 digits of your Social Security Number

Forgot Password? " Click Sign In
Contact Us
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The Password Management page opens.

@ Password Management

* 0ld Password ||
* New Password

* Re-Type New Password

Register challenge questions for your account.

Questions and answers must all be unique.

* Question1 E] * Answerl
* Question2 [x] =Answer2
* Question3 [¥] =answers

Note: * required fields. You will receive messages if all

Submit

* Required field

the required fields are not completed.

Reset Password

* 0ld Password
* New Password

* Re-Type New Password

.

r Enter Initial Default Password (Password =
DE$Smmyy###H).

DE = DE (for Delaware)

$ = $ (Dollar Sign on Keyboard)

mm = your birth month (i.e. 04 for April birth month)
yy = your birth year (i.e. 72 for 1972 birth year)
##H# = last 4 digits of your Social Security Number

Enter New Password. Click on the Password
Policy information icon and create a strong
password in accordance with the Policy.

™ Password Policy

@ Password must not match or contain first name.

@ Password must not match or contain last name.

@ Password must be at least 10 character(s) long.

° (Pa)ssword must contain at least 1 numeric character
s).

@ Password must contain at least 1 special character(s).
@ Password must contain at least 1 uppercase letter(s).
@ Password must not match or contain user ID.

Re-Type New Password

Note: These are required fields.

Register Challenge Questions

Register challenge questions for your account.

Questions and answers must all be unique.

* Question1 * Answerl
* Question2

* Question3

In what city or town did your mother and father meet? * Answer2

'What is the middle name of your oldest child?
Where were you when you first heard about 8/112
In what city or town was your first job?

'What is your oldest sibling’s middle name?

What is your maternal grandmother's maiden name?
In what city or town does your nearest sibling live?
'What was your childhood nickname?

'What is the name of your favorite childhood friend?

* Answer3

'What is your oldest cousin's first and last name?
'What school did you attend for sixth grade?
'Where were you when you had your first kiss?

p ?

Submit

* Required field

\

/

| Click [=] to reveal the questions and choose a
question for Question 1.

Challenge Questions are used for “Forgot Password”
functionality.

Questions and Answers must all be unique and are NOT
case sensitive.

* Tab to Answer 1 field and type the answer.
Repeat for Questions 2 & 3 and Answers 2 & 3.

Note: These are required fields.

" Click Submit located at the top right of the page.
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The State of Delaware Identity & Access Management (IAM) home page opens.

fids.

[E8] Home [ Home &
xJMy Profile State of Delaware Identity & Access Management (IAM)
& My Information
\é;; My Access Welcome to the State of Delaware Identity Access Management (IAM) self registration and account maintenance system.
Here you can maintain your JAM account and request specific application access by subscribing to a particular agency’s online services located in the catalog.
Login to Employee Self Service to access ePay, Time & Labor Self-Service, eBenefits and Race/Ethnicity
o + Click My Information.
Home
~| My Profile
ﬁ My Information
@ My Access
The Basic User & Contact Information page opens.
| Basic User & Contact Information
Apply Cancel

Organization EMPLOYEE Strest
User Login 00 Box
Manager
First Name City
Middle Name State
Last Name Postal Code
i Country
E-mail

Organization EMPLOYEE
User Login
Manager
First Name
Middle Name
Last Name

E-mail

Apply {G—EaﬁthI

% Your updates have been approved with Request Id 752 <

. Enter State of Delaware work email address.

The email address is used if you have to contact the Self-
Service User Account Assistance 800 number.

If you enter an email that is not a valid State of Delaware work
email address such as @aol.com, you will receive an error
message.

If you do not have a State email address, contact your
Human Resources Office to obtain one and skip to
“Click Home” below.

Tab or click out of the field after entering your
email address to activate the Apply button.

Click Apply located in the upper right hand corner
of the page.

A confirmation message will appear at the top of
the screen.

Home
<IMy Profile The email field is blank but has been saved and will display the
@ My Information next time the screen is accessed.
s My Access " Click Home.
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Employee Self-Service First Time Login Instructions

Access Employee Self-Service to View ePay, eBenefits, Time & Labor and

Race/Ethnicity Designation

The State of Delaware Identity & Access Management (IAM) home page opens.

Home 55| Home
~IMy Profile ;
§ My Information State of Delaware Identity & Access Management (IAM)

@ My Access Welcome to the State of Delaware Identity Access (IAM) self

ion and account mait e system.

Here you can maintain your IAM account and request specific application access by subscribing to a particular agency’s online services located in the catalog.

Login to Employee Self Service to access ePay, Time & Labor Self-S¢

ice, and Race/

Home

State of Delaware Identity & Access Management (IAM)
Welcome to the State of Delaware Identity Access Management (IAM) self registrati Account maintenance system.

Here you can maintain your 1AM account and request specify on access by subscribing to a particular agency's o

Login to Employce Self Service to access ePay, Time & Labor Self-Service, eBenefits and Race/Ethnicity

Click Login to Employee Self-Service.

The Employee Self-Service page opens

PHRST-PD 91
Home | Signout

Favorites = Main Menu
£ -
Personalize Content | Layout
|Top Menu Features Description EX

Our menu has changed!

The menu is now located across the top of the page. Click on Main
Menu to get started.

Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left.

Breadcrumbs visually display
your navigation path and give you
access to the contents of
subfolders.

Menu Search, located under the
Main Menu, now supports type
ahead which makes finding
pages much faster.

¢ You have successfully reset your initial default password, registered your challenge questions and
registered your State of Delaware work email address.

e You are ready to view your paycheck, eBenefits, Time & Labor and Race/Ethnicity Designation (if

applicable).
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